WORKS Applicant Training Video

WORKS _

Division of ( llt[’
and/uulu atio

Workforce Online Reporting and Knowledge System

WORKS

Slide notes

Welcome to the Division of Child Development and Early Education (DCDEE) Workforce Online
Reporting and Knowledge System (WORKS) Applicant tutorial.
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WORKS Applicant Training Video

WORKS _

Division of ( llt[’
and/uulu atio

Workforce Online Reporting and Knowledge System

WORKS

Slide notes

The WORKS system is a single portal of entry used to collect education requirements and professional
development for new and existing North Carolina child care workforce.

Page 2 of 97



WORKS Applicant Training Video

WORKS _

Division of ( llt[’
and/uulu atio

Workforce Online Reporting and Knowledge System

WORKS

Slide notes

This tutorial will provide an overview on how to access the system and apply for child care positions
within the Workforce Education Unit. You may view this video at any time. Let's get started!
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WORKS Applicant Training Video

North Carolina ldentity Management (NCID)

NCID s the standard identity management and access service provided to state, local,
business, and individual users. NCID provides  high degree of security and access control to
real-fime resources.

User D!
o your UserID? (N
Password
forgot your Password/unlock Account?
Ll | e teye
REMINDER: Bookmarking this page can lead to emor messages or denied access to your application or service
Toregister for a new NC ni chck here: Register!
Tisisa jlem and o the Stae of Norh Caroina Th piin US. infomatin, which i resticted o auhorized users ONLY.

use, Mmisuse, ar compater system of of e data contained herein or infranst tosrom fis system may subject the individualto adminisirative discipinary
actions, criminal and civil penalfies. Users have no expectafion of privacy. This system and equipment are subject to monitoring to ensure proper performance of applicable security feaiures or

procedurss. Such monitoring may resuttin e acquisiion, recording, and analyse of 2 data being communicated, transmilled, processed. o stored n hi system by a user. f monforing revesls
of rmi such evi vided io Law Er Personnel. ANYONE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING.

Privacy and Other Policies Contact Us
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WORKS Applicant Training Video

' North Carolina ldentity Management (NCID)

NCID s the standard identity management and access service provided to state, local,
business, and individual users. NCID provides  high degree of security and access control to
real-fime resources.

UserID: | kimberiy] X

forgot your User ID?

Password
forgot your Passwordiuniock Account?

Ll | e teye

REMINDER: Bookmarking this page can lead to emor messages or denied access to your application or service

Toregister for a new NCID account ciick here: Register!

Thisis ol ; of the State of North Carolina. The niain U1S. i ion, which is restricted to aufhorized users OHLY.
i Use, Mistse, or i campater system or f he data contained hesei o n irans tofom fis system may subject he indidual to advinisive discipinary

actions, criminal and civil penalfies. Users have no expectafion of privacy. This system and equipment are subject to monitoring to ensure proper performance of applicable security feaiures or
procedures. Such monoring may result m the acquisiion, reoording, and analysis of 2 data being communicated, transmated, processed, of stored in this System by a user. If monforing reveals

of such s be provided fo Law Enforcement Personne!. ANYONE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING
M Privacy and Other Policies Contact Us
W f07

Slide notes

You will log into WORKS using your North Carolina Identify Management or NCID User ID and
Password. If you do not have a NCID, please visit the DCDEE website at www.ncchildcare.nc.gov
under the DCDEE WORKS tab for more information.
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WORKS Applicant Training Video

North Carolina ldentity Management (NCID)

NCID is the standard identity management and access service provided to state, local,
business, and individual users. NCID provides a high degree of security and access control to
real-ime resources.

User D: kimberty
fomolvour User 0? A

e

forgot your Password/uniock Account?
Clog | eeg Help?

REMINDER: Bookmarking this page can lead to error messages or denied access to your application o service

To register for a new NCID account cick here: Register!

‘This is a govemment computer system and is the property of the State of North Carolina. This syst; which is restri ONLY.
Ummwedms Use, misuse, (xmociizbondmxscomwlerwﬂmudmmmmmunnﬂmﬁummwﬁmm may subject the individual to administrative discipinary
acfions, i f pivacy. This system subjectto monitoring to ensure proper perormance of applicable securty feaiures or
procedures. Such monitoring may resultin the acquistion, recording, and analy ransmited, processed. or sored in thé system by a user. If monioring reveals
f ¥ be provided o Law Enfolwrm Persmnel ANYONE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING.
m Prvacy and Other Policies Contact Us

WWWaC
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Child Development
and Early Education
WEALTH AND HUMAN SERVICES

Registration

A single portal of entry for workforce education and professional development.
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WORKS Applicant Training Video

WORKS Registration

Thank you fo click Next

WFID Number

SSN (Last 4 Digits)*

Date of Birth *

Legal First Name ©* Kimberly

Legal Last Name * Stewart

Email Address * kstewart@xyz.xyz

Slide notes

This is the first part of your registration process. If you have a Workforce Identification number or WFID
number from the previous Workforce Education Unit database, you may enter it on this page. This step
is optional.
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WORKS Applicant Training Video

= Workforce On
CHLD DEVE

WORKS Registration

Thank you for registering for a new WORKS account. Please fil in the required fields below and click Next

*This is a required field.

WFID Number
SSN (Last 4 Digits) *
Date of Birth *
Legal First Name 0 * Kimberly
Legal Last Name *

Email Address * kstewart@xyz.xyz

Slide notes

Enter the last four digits of your Social Security Number.
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WORKS Applicant Training Video

WORKS Registration

Thank you for registering for a new WORKS account. Please fil in the required fields below and click Next

*This is a req

WFID Number

SSN (Last 4 Digits)* %50 X
Date of Birth * mmiddiyyyy

Legal First Name © * Kimberly

Legal Last Name *

Email Address * kstewart@xyz.xyz

Slide notes

Enter your Date of Birth.
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WORKS Applicant Training Video

WORKS Registration

Thank you for registering for a new WORKS account. Please fil in the required fields below and click Next

*This is a required field.

WFID Number

SSN (Last 4 Digits)*

Date of Birth * 120211975 X

Legal First Name © *

Kimberly
Legal Last Name * tewart
Email Address * kstewart@xyz.xyz

Slide notes

An asterisk indicates that the field must be filled out before you can proceed to the next step. Your
Name and Email Address came from the NCID system. You may change this information on this page.
Changes in WORKS do not change NCID data.
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WORKS Registration

Thank you for registering for a new WORKS account. Please fil in the required fields below and click Next

*This is a requir

WFID Number

SSN (Last 4 Digits) * 9502

Date of Birth * 120211975

Legal First Name 0 * Kimberly

Legal Last Name * Stewart

Email Address * kstewart@xyz.xyz X
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WORKS Applicant Training Video

WORKS Registration

Thank you for registering for a new WORKS account. Please fil in the required fields below and click Next

*Thisis are

WFID Number

SSN (Last 4 Digits)*

%02

Date of Birth *

Legal First Name © *

Legal Last Name *

Email Address *
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WORKS Applicant Training Video

WORKS Regstration

Thank you for registering for a new WORKS account. Please fillin the required fields below and click Next

*This is a required field

WFID Number

§SN (Last 4 Digits) * 9502

Date of Birth * 120021975
Legal First Name @ * Kimberly

Legal Last Name *

Stewart
Email Address * kstewart@abc.xyz
Confirm Email kstewari@abc.xyz

Slide notes

If you change your Email Address, a Confirm Email field will display prompting you to re-enter the new
Email Address. You cannot proceed until both Email Addresses are the same. Click the "Next" button
when you're ready to move to the next step.
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Email Confirmation Sent

To venify your idenfity, an email has been sentfo kstewart@abc.xyz . Please click the link in the email fo complete the verification process. You
must activate your account within 3 days or, for security reasons, it will be deleted

To ensure that WORKS mess

lways be delivered to your Inbox, please verify that your email client and email provider are set up to

If you do not et ot marked as spam and sent to the

Junk/Spam email folde: ccount. You may now close this

window.

Slide notes

You now see a message that a confirmation email has been sent. Please read this message carefully.
The confirmation email will be delivered to the email address that you saved on the previous registration
page. Click the link in your confirmation email and you will be brought back to continue registration in
WORKS.
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WORKS Full Registration

Hello Kimberly Stewart

WORKS registration, please fillin the required fields below and click Next

To continue with your

*Thisis a

Previous Names

® US Address O Foreign Address

Street Address 6 *

City@*

State *

County of Residence

Zip Code *

Home Phone # 0

Cell Phone 6

High School Information * Job oot Do

Slide notes

The WORKS "Full Registration” page displays, where you will enter additional information about
yourself. You should see your name at the top of the page. You may have Previous Names you'd like
to enter. This is optional.
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WORKS Full Registration

Hello Kimberty Stewart
To continue with your WORKS registration, please fillin the required fields below and click Next.

*This is a required field

Previous Names

® US Address O Foreign Address

Street Address @ *

City @*

State *

County of Residence

Zip Code ™

Home Phone 20

Cell Phone 0

High School Information * "\ Lok Cohnol Rinlama

{ )]

Slide notes

Select either a "US Address" or a "Foreign Address”. The required address fields for a US Address are
Street, City, State and Zip Code. If your State is North Carolina, then you'll also need to select a North
Carolina County from the drop down list.
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WORKS Applicant Training Video

WORKS Full Registration

Hello Kimberly Stewart

To continue with your WORKS registration, please fill in the required fields below and cick Next

Previous Names

® US Address O Foreign Address

Street Address @ * 123 Main Stree X

City®*

State *

County of Residence

Zip Code *

Home Phone @

Cell Phone £6

High School Information * 1imb Eabanl Minla

Slide notes

The required address fields for a Foreign Address are Street, City and Country. Province is optional.
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WORKS Applicant Training Video

WORKS Full Registration

Hello Kimberly Stewart
To continue with your WORKS registration, please fil in the required fields below and click Next

*This is a required field

Previous Names

® US Address O Foreign Address

Street Address 0 123 Main Street

City@* Cary X
State *

County of Residence

Zip Code *

Home Phone # 0

Cell Phone 6

High School Information * "\ 1link Cobanl Dinla

Slide notes

Notice the "info" icons next to some of the field names, such as "Street Address".

for more information about that field.

Hover over the icon
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WORKS Full Registration

Hello Kimberly Stewart

To continue with your WORKS regisirafion, please fillin the required fiekis below and click Next

*This is a requir

Previous Names
® US Address O Foreign Address
Street Address 123 Main Street
Ciy @ Cary
State *

County of Residence
e N

AL
Zip Code *
ip Code X
AS
Home Phone # 0 w7
AR
Cell Phone 6 CA
v
co
High School Information * "\ Link Cohanl Dinlama
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WORKS Applicant Training Video

WORKS Full Registration

Hello Kimberly Stewart

To continue with your WORKS regisirafion, please fillin the required fiekis below and click Next

*This is a reqt

Previous Names

® US Address O Foreign Address

Street Address 0 123 Main Street

City @ Cary

State *

County of Residence *

Zip Code *

Home Phone # 0

Cell Phone 6

High School Information * "\ Llink Cohaal Dinlama.
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WORKS Full Registration

Hello Kimb

Previous Names

Street Address 0 * 123Main S

City@° Can

State * NC

NC

County of Residence *

wake

o e __________________|

Home Phone 26

Cell Phone £6

High School Information * A Cobnal 1
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WORKS Applicant Training Video

WORKS Full Registration

Hello Kimberly Stewart

To continue with your WORKS registration, please fill in the required fields below and cick Next

*This is a requir
g

Previous Names

® US Address O Foreign Address

Street Address @ * 123 Main Street

City0* Cary

State * NG « B

County of Residence * Wake

Zip Code *

Home Phone @

Cell Phone £6

High School Information * ik Cabanl Minlama
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WORKS Applicant Training Video

Workforce
CHLDD

Knowledge System

WORKS Full Registration

Hello Kimberly Stewart
To continue with your WORKS registration, please fill in the required fields below and click Next

*This is a required field

Previous Names
® US Address O Foreign Address
Street Address @ 123 Main Street
City®* Cary
State* NC 2
County of Residence * Wake
Zip Code* 27519 X
Home Phone @

Cell Phone £

High School Information * 1imb Eabanl Minla

Slide notes

You can enter Home and Cell Phone Numbers. This step is optional.
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WORKS Applicant Training Video

WORKS Full Registration
Hello Kimberly Stewart
To continue with your WORKS registration, please fill in the required fields below and click Next
*This is a requir
Previous Names
® US Address O Foreign Address
Street Address §° 123 Main Street
City®* Cary
State * NC "
County of Residence * Wake
Zip Code * 27519
Home Phone £ 9195561234 X
Cell Phone £
High School Information * ik Cabanl Minlama
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WORKS Applicant Training Video

WORKS Full Registration
Hello Kimberly Stewart
To continue with your WORKS regisiration, please fillin the required fiekis below and click Next
*This is a req
Previous Names
® US Address O Foreign Address
Street Address 0 123 Main Street
City Cary
State * NC « B
County of Residence * Wake
Zip Code * 97519
Home Phone # 6
Cell Phone 20 9105859674 X
High School Information * "\ Llink Cobanl Dinlama.
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WORKS Applicant Training Video

pledge System

WORKS Full Registration

Hello Kimberty Stewart
To continue with your WORKS regisiration, please fillin the required fiekds below and click Next

*This Is @ requir

Previous Names

® US Address O Foreign Address
Street Address @ * 123 Main Street
City®* Cary
State* NC X
County of Residence * Wake \
Zip Code * 27519

)

Home Phone # @ 9195551234

Cell Phone 6

High School Information *

") Hioh Schoal Dioloma
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TS 15 TEqUIE e

A

Previous Names

® US Address () Foreign Address
Street Address @ * 123 Main Street
City®* Cary
State * NC 5
County of Residence * Wake
Zip Code 27519
Home Phone £ @ 9195551234
Cell Phone #@ 9195550874 X

High School Information * 0 High School Diplrra

O Aduit HS Diploma
0 Ged

O None

Slide notes

Finally, select one of these options for your High School Information: High School Diploma, Adult High
School Diploma, GED or None.
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TS 15 TEqUIE e

Previous Names

Street Address @ *

City @*

State *

County of Residence *

Zip Code *

Home Phone # @

Cell Phone # 0

High School Information *

® 1S Address () Foreign Address

123 Main Street
Cary
NC % (v
Wake
27519
9195551234
9195559874
4 High School Diploma
() Adult HS Diploma

0 6eD

O None

Slide notes

Now click the "Submit" button.
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WORKS Security Questions

Question1*

Question 2*

Question 3*

Slide notes

The next step is to set up and answer three Security questions. The first two questions are drop down
lists where you select a question and then fill in your answer.
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WORKS Security Questions

Question 1*

What is your favorite holiday?
What is your favorite pet's name?
What is your favorite color?
What s the first name of your favorite childhood friend?
What is the first name of your first boyfriend or girfiiend?
What is your favorite song from the 90's?

Question 3* As a child, what did you first want o be when you grew up?
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Workforce Knowledge System

CHLDD

WORKS Security Questions

Question 1

What was your favorite subject in school? X |v

Question 2

Question 3*
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WORKS Applicant Training Video

Workforce Knowledge System

CHLDD

WORKS Security Questions

Question 1 What was your favorite subject in school? X |v
English| X

Question 2

Question 3*
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WORKS Security Questions

Question 1 What was your favorite subject in school? x|
Engiish

Question 2* A
What is your favorite holiday?

A

What is your favorite pef's name?
What is your favorite color?

Question 3* What was your favorite subject in school?

What s the first name of your favorite childhood friend?
What s the first name of your first boyfriend or girlfriend?
What is your favorite song from the 90's?

As a child, what did you first want o be when you grew up? b

Page 34 of 97



WORKS Applicant Training Video

WORKS Security Questions

Question 1 *

Question 2*

Question 3 *

What was your favorite subject in school?

Engiish

As a child, what did you first want to be when you grew up?
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WORKS Applicant Training Video

Question 1* What was your favorite subject in school? x
Engiish
Question2* As a chid, what did you first want to be when you grew up? x
Teacher X
Question 3 *
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WORKS Security Questions

Question 1* What was your favorite subject in school?
Engiish

Question2* Asa chid, what did you first want to be when you grew up?
Teacher

Question 3 *

Who was your favorite teacher? X

Slide notes

For the third question, you fill in both the question and the answer. It's important to note that the
answers to all three questions and Question #3 are case sensitive. When answering the three Security
guestions, you will be required to enter the answers, and the question for #3, exactly as you entered
them originally.
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WORKS Security Questions

Question 1 *

What was your favorite subject in school? X |
Engiish

Question2* Asa chid, what did you first want to be when you grew up? % |
Teacher

Question 3 *

Who was your favorite teacher?

Mrs. Rose X

Slide notes

When you are finished with your Security questions and answers, click the "Submit" button.
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Child Development
and Early Education
WEALTH AND HUMAN SERVICES

Home Page

A single portal of entry for workforce education and professional development.
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WFID: 11403896216 NCID: kimberly +

Positions ¢ Applicant Information

# Educafion Background

3 Facilty Association

Last Four of SSN: 9502

Date of Birtir 12102/1975 123 Main Street

Cary, NC 27519
Emal: kstewari@abe xyz 2L

County: Wake

Slide notes

You will now be directed to your WORKS Home page. This is where you'll go whenever you log into
WORKS with the same NCID User ID. I'll tell you what happens if you log in with a different NCID User
ID later in this training. Your Home page displays the information you filled out during registration.
Your WFID number is displayed in the upper right corner of the screen. This is either your old WFID
number from ECW or a new system-generated WFID number.
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# Home

B Positions ¢ Applicant Information

on Bac!

WFID: 11403896216

[ Facility Association Full Name: Kimberly Stewart
Last Four of SSN: 9502
Date of Birth: 12/02/1975

Email: kstewart@abc xyz

896216

NCID: kimberly =

Home Phone: 9195551234

Cell Phone: 74
Prmary Address

123 Main Street
Cary, NC 27518

County: Wake
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WFID: 11403896216 NCID: kimberly +

N My Profile

B Posiions ¢ Applicant Information Logout

" Educafion Background -
WFID: 11403896216 Home Phone: 91

[ Facility Association Full Name: Kimberly Stewart Cell Phone: 9195559874
Last Four of SSN: 9502 Primary Address
Date of Birth: 12/02/1975 123 Main Street

Cary, NC 27519
Emal: kstewart@abc xyz DAL

County: Wake

Slide notes

Click the My Profile menu option under your NCID user name in the upper right corner of the screen to
change your profile information.
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= Workforce
CHLD DEVELOPYEN

Positions ¢ My Profile

WFID: 11403896216  NCID: kimberly »

WFID Number. 11403896216

ed field
SSN (Last 4 Digits) * 9502
Date of Birth * 12021975
Legal First Name © * Kimberly
Legal Last Name * Stewart
Email Address * kstewart@abc xyz

Previous Names

® US Address U Foreign Address

Street Address 0 * 123 Main Street
City®* Cary
State* NC

Slide notes

Let's say that you changed your Last Name since you last logged into WORKS. You can change it on
this page. Change any other information on this page that you wish and click the "Submit" button or
click the "Cancel" button and your changes will not be saved. If you changed your Email Address on
this page, you will get a new confirmation email. Click the link in your confirmation email and you will be
brought back to your Home page in WORKS.
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# Home

B Positions ¢ My Profile

1 Educafion Background
WFID Number. 11403895216

3 Facilty Association *This 1s a required field.

$SN (Last & Digits)*

Date of Birth *

Legal First Name 0 *

Legal Last Name *

Email Address *

Pravious Names

Street Address @

City

State ™

WFID: 1140:

3696216  NCID: kimberly ~

90

12021975

Kimberty

Stewart Bearden| X

kstewart(@abc xyz

® usAddress O Foreign Address

123 Main Street

Cary

NC X ¥
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Previous Names

® USAddress O Foreign Address
Street Address @ 123 Main Street
City 0 Cay
State” NC ‘i
County of Residencs Wake ‘s
ZipCode 27519
Horme Phone # @ 2555254 X
Cell Phone # @ 9195559874
High School Information * ® High School Diploma

O Adult HS Diploma
0 6D

O None

Cancel
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Child Development
and Early Education
WEALTH AND HUMAN SERVICES

Applicant Portal

A single portal of entry for workforce education and professional development.
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WFID: 11403896216 NCID: kimberly +

B Positions ¢ Applicant Information

# Educafion Background

WFID: 11403896216 Home Phone: 312555

3 Facilty Association Full Name: Kimberly Stewart Bearden Cell Phone: 91955598
Last Four of SSN: 9502 Primary Address
Date of Birtir 12102/1975 123 Main Street

Cary, NC 27519
Emal: kstewari@abe xyz Hate
County: Wake

Slide notes

On the navigation bar to the left, click the "Facility Association"” menu item to identify the Facility or
Facilities at which you are employed.
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WFID: 11403896216 NCID: kimberly +

BPosiions ¢ Early Childhood Workforce Faciliies +hdd

" Educafion Background
Nothing found to display

2 Faciity Association

Slide notes

To create a Facility Association, click the "+Add" button on the right.
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Add Facility Association

+Add

Slide notes

Enter at least 3 characters of any part of the Facility ID or the Facility Name.
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Add Facility Association

32001484 -'A' PRECIOUS ANGEL DAYCARE x|v

Close RN

Slide notes

Select the desired facility and click the blue "+Add" button.
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WFID: 11403896216  NCID: kimberly »

# Home
Facility Information Edit
Facility Information Type of Program
Facility ID # (on license) 32001484 Preschool Education
County of Employment R
Even Start
Ovmer/LEA Name LIPSCOMB, MARGARET
S
Name o Facity 'N PRECIOUS ANGEL DAYCARE head S
Facility Phone (919)819-7786 Excepfional Children
Facility Address 916 SOUTH MINERAL SPRINGS ROAD Tite |
City DURHAM
mental Day Facility (check age
State: NC
Zip Code pIL: e
3years & olde!
Fax Number.
School-Age
NCPreK
M 1am employed at the facility. Save

Slide notes

The Facility Information displays.
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WFID: 11403896216  NCID: kimberly »

# Home
Postions ¢ Facity Information Ei |
Pk
Facility Information Type of Program
B3 Facilty Association
Facilty ID # (on ficense) 32001484 [ Preschool Education
County of Employment 2 -
! Even Start
Ovmer/LEA Name LIPSCOMB, MARGARET
0 g
Name ofFa "X PRECIOUS ANGEL DAYCARE Ltead st
Faciity Phone & (019)819-7786 [ Exceptional Children
Facility Address 916 SOUTH MINERAL SPRINGS ROAD O Tite!
City DURHAM _
LI Developmental Day Facility (check age range)
State NC
ZipCode 273 el Ay
Jyears & olde!
Fax Number.
School-Age
[ NCPreK
W 1 am employed at the facility. Save

Slide notes

Click the "Edit" button in the upper right corner to be able to indicate Programs offered by the Facility.
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WFID: 11403896216  NCID: kimberly »

Positions ¢ Facility Information bl

Facility Information Type of Program
Facility ID # (on license). 32001484 [ Preschool Education
County of Employment R -
L Even Start
Owner/LEA Name LIPSCOMB, MARGARET
v [
Name of Facity 'X PRECIOUS ANGEL DAYCARE /) Head St
Facility Phone # (919) 819-7786 [ Exceptional Children
Facility Address 916 SOUTH MINERAL SPRINGS ROAD 0 Titel
City DURHAM _
LI Developmental Day Facility (check age range)
State: NC
Zip Code: 2703 il years
) 3years & olde!
Fax Number
School-Age
[ NCPreK
¥iam employed at the facility. Save

Slide notes

Note the checkbox in the lower left that indicates that you are an employee at this Facility.
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¢ Facility Information

Facility Information

Facility ID # (on license).
County of Employment
Owmer/LEA Name
Name of Facility

Facility Phone #

Facility Address:

City

State:

Zip Code:

Fax Number.

Ciam employed at the facility.

32001484

2

LIPSCOMB, MARGARET

A’ PRECIOUS ANGEL DAYCARE
(919)819-7786

916 SOUTH MINERAL SPRINGS ROAD
DURHAM

NC

21703

Type of Program

[ Preschool Education

[0 Even Start

W Head Start

O Exceptional Children

O Tite !

[ Developmental Day Faciity (check age range)

Birth - 3 years
Jyears & older

School-Age

[ NePrek

WFID: 11403896216

NCID: kimberly »

Edit

Save
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Facility Information

Facility Information
Facility ID # (on license).
County of Employment
Owner/LEA Name
Name of Facilty
Facility Phone #

Facility Address:

City
State:

Zip Code:

Fax Number.

Miam employed at the facility.

32001484

2

LIPSCOMB, MARGARET
'A'PRECIOUS ANGEL DAYCARE
(919)819-7786

916 SOUTH MINERAL SPRINGS ROAD
DURHAM

NC

21703

WFID: 11403896216

NCID: kimberly »

Edit

Type of Program

[ Preschool Education

[0 Even Start

W Head Start

1] Exceptional Children

O Tite !

[ Developmental Day Faciity (check age range)

Birth - 3 years
Jyears & older

School-Age

[ NcPrek

Save

Slide notes

When you're ready, click the "Save" button

in the lower right corner.
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WFID: 11403896216  NCID: kimberly »

# Home
¢ Facility Association added successfully.
B Facity Associn Facility Information Edit
Facility Information Type of Program
Facility ID # (on license). 32001484 Preschool Education
County of Employment R
Even Start
Owmer/LEA Name LIPSCOMB, MARGARET
v S
Name of Faciity "N PRECIOUS ANGEL DAYCARE headn
Facility Phone # (919) 819-7786 Exceptional Children
Facility Address: 916 SOUTH MINERAL SPRINGS ROAD Tite|
City DURHAM
Developmental Day Faciity (ch
State: NC
Tip Code e Bidyeas
Jyears & older
Fax Number.
School-Age
NCPreK
¥ | am employed at the facility. Save
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# Educafion Background

B Facilty Association

Early Childhood Workiorce Faciliies

Status Facility ID

Aciive 32001484

Showing 1 to 1 of 1 enfries

WFID: 11403896216 NCID: kimberly +

+Add

Search
Facility Name

'A' PRECIOUS ANGEL DAYCARE

Slide notes

Your Facility Association is now listed

hyperlink.

. You can view that Facility at any time by clicking the Status
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3 Facility Association

Facility Information

Facility Information
Facility ID # (on license).
County of Employment
Ovmer/LEA Name
Name of Facility

Facilty Phone #

Facility Address

City

State:

Zip Code:

Fax Number.

¥ | am employed at the facility.

32001484

2

LIPSCOMB, MARGARET

'A' PRECIOUS ANGEL DAYCARE
(919) 819-7786

916 SOUTH MINERAL SPRINGS ROAD
DURHAM

NC

2703

Type of Program
Preschool Education
Even Start

¥ Head Start
Excepfional Children

Title |

mental Day Facility (check age

Birth - 3 years

NCPreK

NCID: kimberly v

Edit

Save
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WFID: 11403896216 NCID: kimberly +

# Home
B Positons ¢ Early Childhood Workiorce Faciliies +Add
= Educafion Background
Search
B Facilty Association
Status Facility ID Facility Name
Aclive 32001484

'A' PRECIOUS ANGEL DAYCARE

Showing 1 to 1 of 1 enfries

Slide notes

Click the "Education Background" menu item to see information about your education.
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WFID: 11403896216  NCID: kimberly »
# Home
¢ Education Background
High School Information: High School Diploma
B Faciliy
College Certificate(s): Major Award Date (mm/ddlyyyy) School Name Comment(s)
Early Childhood Education 08/15/2001 Duke
College Diploma(s): Major Award Date (mm/ddlyyyy) School Name Comment{s)
No records found
2Year: Major Award Date (mm/ddlyyyy) School Name Comment{s)
No records found
4Year: Major Award Date (mm/ddiyyyy) School Name Comments)
Child Care Administration 05/30/2000 UNC
Graduate: Major Award Date (mmidd/yyyy) School Name Comment(s)
No records found
Post Graduate: Major Award Date (mm/ddlyyyy) School Name Comment(s)
No records found
National Cerification Display option populated by DCDEE staff Date entered by Support Staff Comment NC1
EEC: EECID Scale Level

Slide notes

For example, you may have a college certificate in Early Childhood Education and a four year degree in
Child Care Administration.
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WFID: 11403896216 NCID: kimberly +

# Home

B Posiions ¢ Applicant Information

1® Educafion Background ) )
WFID: 11403896216 Home Phone: 3125

3 Facilty Association Full Name: Kimberly Stewart Bearden Cell Phone: 9195559874
Last Four of SSN: 9502 Primary Address
Date of Birthr 12/02/1975 123 Main Street

Cary, NC 27519

Email: kstewari@abc xyz
County: Wake

Slide notes

Click the "Positions" menu item on the left side panel.
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WFID: 11403896216 NCID: kimberly +

# Hon
B Posiions v | Applicant Information
AppiyMUpload
WFID: 11403896216
Early Childhood Administrator Full Name: Kimberly Stewart Bearden Cell Phone: 9195559874
Requirements _ . o
Last Four of SSN: 9502 Primary Address
Date of Birthr 12/02/1975 123 Main Street

Cary, NC 27519

Email: kstewari@abc xyz
County: Wake

DPI Adminisfrator

Requirements

Lead Teacher Requirements

DP1 Teacher Requirements

Teacher Requirements

FCCH Provider Requirements

Group Leader Requirements

Program Coordinator
Requirements

' Educafion Background

I Fariiitu Assnriafion

Slide notes

Here you can apply for one or more Positions and Upload Documents. You can also see the Position
Requirements by clicking the Position Title in the menu item on the left.
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# Home
8 Positions v
ApplyMUpload

Early Childhood Adminisrator
Requirements

School-Age Administrator
Requirements

DPI Administrator
Requirements

Lead Teacher Requirements
DPI Teacher Requirements
Teacher Requrements

DPI Teacher Assistant
equirements

FCCH Provider Requirements
Group Leader Requirements

Program Coordinator
Requirements

1 Educafion Background

[ Farilitu Assnriafion

WFID: 1140:

NCID: kimberly ~

Early Childhood Administrator Requirements

Child Cars Administrators are qualified to direct programs serving children from birth to age twelve.

out of Admin | and/or Admin

Every administrator must meet requirements in each of two components: 1) administration coursework (Note: If you
development coursework (birth-12 yrs). In each component, there are choices for how to safisfy the requirements.

ee addifional requirements on Workshest), and 2) early childhood/child

Level | is the mandatory minimum qualification for any administrator, Levels Il and |Il are voluntary. See the worksheet below for all ihe opfions to meet each component at Levels |, Il and lll. Use this worksheet to determine
how you currently meet each component and what you may sill need in order to qualify at the level you want fo achieve.

If you tested out of either the Adminisiration | or Administrafion Il test or both fo meet the requirement for completion of Administration coursework, upload one of the following:

+ Independently complete portfolio assignments fo be graded OR
+ Documentation in resume format of at least five (5) years of experience as  child care director, co-director or assistant director, including the following information.
» Name of facility
» Facility ID# (if located in NC)
» Locafion of facilty (city, state)
» Date started
» Dale ended (if applicable)
» Position duties

Official transcripts must be submitted for ALL completed college level coursework, certificates, diplomas andior degrees. Please do not upload copies of in-senvice fraining documentation as these are not considered
college coursework. Photocopies of transcripts, student or intemet copies and grade reports are NOT accepted

Only official franscnpts from post-secondary schools which are aceredited will be evaluated. Aceredited is defined as an mnsfifufion of igher educatios
accrediting agencies. (For schools outside the U.S.A., the recognized system of the specified couniry's accreditation process will be accepted)

To be qualified for a position, you must meet the minimum educafion requirements in this section for each child care position selected. Submit official transcripts and/or upload copies of any qualifying certificates, such as a BSAC or
anationally accredited credential certificate. The nafionally accredited credential certificate must meet the following criteria: 1)Nafionally accredited and available in all 50 states, 2) Comprehensive in scope which is inclusive of the
following six areas: child growth and development; professionalism; heaith and safety; creafion of appropriate environments that enhance physical, emofional, social and cognitiv P developmentally leaming
activifies; and working with families, 3) 120 clock (contact) hours of education and/or training, 4) Formal observation andfor portfolio assessment, 5) Standardized written assessment, and 6) Individually eamed

WORKSHEET for North Carolina Child Care Administrators

Choose the highest leve! that describes your cumrent status. To be eligible for the NC Early Childhood Administration Credential certficate, you must complete the requirements in the ¥ boxes in the level that you have chosen. I you

Slide notes

Here are the requirements for the Early Childhood Administrator position.
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# Home

8 Positions v

Apply/Upload

Eary Childhood Administrator
Requirements

School-Age Administrator
Requrements

DPI Administrator
Requirements

Lead Teacher Requirements
DP1 Teacher Requirements
Teacher Requirements

DPI Teacher Assistant
equirements

FCCH Provider Requirements
Group Leader Requirements

Program Coordinator
Requirements

1 Educafion Background

A Farilitv Assneiafion

WFID: 1140:

NCID: kimberly ~

School-Age Administrator Requirements

School-Age Administrators are qualified to direct programs serving childen age five (5) and older.

Every administrator must meet requirements in each of two components: 1) administrafion coursework (Nots
educafion/ human development coursework (5-12 yrs). In each component, there are choices for how to satisfy the requirements

Admin 11}, and 2) elementary

Level | s the mandatery minimum qualification for any administrator, Levels Il and Ill are voluniary. See the worksheet below for all the opfions fo meet each component at Levels |, I and lll. Use this worksheet to determine
how you currently meet each component and what you may sfill need in order to qualify at the level you want fo achieve.

If you tested out of either the Adminisiration | or Adminisirafion Il test or both fo meet the requirement for completion of Administration coursework, upload one of the following:

+ Independently complete portfolio assignments fo be graded OR
+ Documentation in resume format of at least five (3) years of experience as a child care director, co-director or assistant director, including the following information
» Name of facility
» Facility ID# (if located in NC)
= Location of facilty (city, state)
» Date started
» Date ended (if applicable)
» Posifion duties

Official transcripts must be submitted for ALL completed college level coursework, certificates. diplomas andlor degrees. Please do not upload copies of in-service raining documentation as these are not considered
college coursework. Photocopies of ranscripts, student or intemet copies and grade reports are NOT accepied.

Only official franscripts from post-secondary schools which are aceredited will be evaluated. Accredited is defined as an insfifufion of higher educafion having nafionally recoanized regional accreditation by one of the six regiona
accrediting agencies. (For schools outside the U.S.A., the recognized system of the specified counry's accreditation process will be accepted).

To be qualified for a position, you must meet the minimum educafion requirements in this section for each child care position selected. Submit official transcripts and/or upload copies of any qualifying certificates, such as a BSAC or
anationally accredited credential certificate. The nafionally accredited credential certificate must meet the following criteria; 1)Nationally accredited and available in all 50 states, 2) Comprehensive in scope which is inclusive of the
following six areas: child growth and development; professionalism; health and safety; creation of appropriate environments that enhance physical, emofional, social and cognifiv pment; developmentally appropriate leaming
activities; and working with families, 3) 120 clock (contact) hours of education and/or iraining, 4) Formal observation and/or portfolic assessment, 5) Standardized writfen assessment, and 6} Individually eamed.

WORKSHEET for North Carolina Child Care Administrators

Choose the highest leve! that describes your curent status. To be eligible for the NC Early Childhood Administration Credental certficate, you must complete the requirements in the ¥ boxes in the level that you have chosen. If you

Slide notes

Here are the requirements for the School-Age Administrator position.
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Group Leader Requirements

WFID: 11403896216  NCID: kimberly »

Apply for Early Childhood Workforce Position(s)

Check the child care position(s) for which you request to be qualified. All required documentation, except official franscripts, can be uploaded to WORKS using the Upload feature below. Please DO NOT upload official franscripts to

WORKS. They must be submitied fo the Workforce Education Unit by mail at the following address

Division of Child Development and Early Education (DCDEE)
Workforce Education Unit
2201 Mail Service Center
Raleigh, NC 27699-2200

Noi al

Child Care Positions

[ Eary Chidhood Administrator
O School-Age Administrator
[ DPI Administrator

[ Lead Teacher

NC Early Childhood Credential (NCECC)

[ DPI Teacher

NC Early Childhood Credential (NCECC)

0 Teacher

Slide notes

Click the "Apply/Upload" menu item.

Page 65 of 97




WORKS Applicant Training Video

WFID: 11403896216  NCID: kimberly »

Posiions ’ Apply for Early Childhood Workforce Position(s)

Check the child care position(s) for which you request to be qualified. All required documentation, except official franscripts, can be uploaded to WORKS using the Upload feature below. Please DO NOT upload official franscripts to
WORKS. They must be submitied fo the Workforce Education Unit by mail at the following address

Division of Child Development and Early Education (DCDEE)
Workforce Education Unit
2201 Mail Service Center
Raleigh, NC 27699-2200

Child Care Positions

Fequiemesis [ Eary Chidhood Administrator

O School-Age Administrator

[ DPI Administrator

[ Lead Teacher
i DPI Teacher

Check box

[ NC Early Childhood Credental (NCECC)
0 Teacher

Slide notes

As an example, we are going to apply for DPI Teacher, including checking the box to apply for the North
Carolina Early Childhood Credential (NCECC).
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Apply for Early Childhood Workforce Position(s)

Check the child care position(s) for which you request to be qualified. All required documentation, except official franscripts, can be uploaded to WORKS using the Upload feature below. Please DO NOT upload official franscripts to
WORKS. They must be submitied to the Workforce Education Unit by mail at the following address

Division of Child Development and Early Education (DCDEE)

Workforce Education Unit

2201 Mail Service Center

Raleigh, NC 27699-2200

Not

Child Care Positions

[ Early Childhood Administrator
[ School-Age Administrator
[ DPI Administrator

[ Lead Teacher

NC Early Childhood Credential (NCECC)

W DPI Teacher

I NC Early Childhood Credential (NCECC)

[0 Teacher
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WFID: 11403896216  NCID: kimberly »

v Apply for Early Childhood Workforce Position(s)

Check the child care position(s) for which you request to be qualified. All required documentation, except official franscripts, can be uploaded to WORKS using the Upload feature below. Please DO NOT upload official transcripts to
WORKS. They must be submitied to the Workforce Education Unit by mail at the following address

Division of Child Development and Early Education (DCDEE)
Workforce Education Unit
2201 Mail Service Center
Raleigh, NC 27699-2200

Not

\

Child Care Positions

tead Teade Hepstenents [ Early Chidhood Administrator

[ School-Age Administrator
[ DPI Administrator

[ Lead Teacher

y for NC

FCCH Provider Requirer

NC Early Childhood Credential (NCECC)

Group Leader Requirements o
W DPI Teacher

M NC Early Childhood Credential (NCECC)

[ Teacher

Page 68 of 97



WORKS Applicant Training Video

Program Coordinator

Check box below to apply for NC Credential
Requirements

¥ NC Eary Chidhaod Credential (NGECC)

T Educafion Background =
LI Teacher

3 Facilty Association _
LI DPI Teacher Assistant
L1 FCOH Provider

Check box below to apply for NC Credential

NC Family Child Care Credential (NCFCCC)
[ Group Leader

[ Program Coordinalor

Check box below to apply for NG Credential

NC School-Age Credential (NCSACCC)

Add file to upload @

Illegibie documents will delay processing of your education evaluation. Please search "paf* in your infemef browser for more information conceming ths file fomat

file size is limiled to 2MB (Megabytes). Any attempt to upload a file karger than 2MB will result in n emor. PA
uploading files.

All documents uploaded into WORKS must be in .pdf fomat. Please venfy documents are scanned appropriaiely and are: Iegibie before uploading info WORKS.

e contact WORKS Support if you are having

+ Add File

Cancel

Slide notes

We are also going to apply for the Group Leader position.
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M NC Early Childhood Cret

[ Teacher
[ DPI Teacher Assistant
[ FCCH Provider

0 apply for NC Credential

NC Family Child Care Credential (NCFCCC)
v Group Leader

[ Program Coordinator

100--Age Credential (NCSACCC)

Add file to upload

Al documents uploaded info WORKS must be in .pdf fomat. Please veriy documents are scanned appropriately and are legible before uploading into WORKS
Illgibie documents wil detay processing of your education evaluation. Please search "pdf* in your infemet browser for more information concerning ths file format.

+ Add File

2MB (Megabytes). Any attempt to upload a file larger than 2MB will resultin an exror. Please contact WORKS Support if you are having

w Cancel

Slide notes

Next, we'll upload the "Group Leader BSAC Certificate". Uploads must be pdf files that are no larger
than 2 megabytes in size. The total megabytes of your document will be determined by the type of
document(s) you upload. Documents containing graphics may use more megabytes than a text only
document.
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Program Coordinator
Requirements

NP

Check box below to apply for NC Credential
MNe Early Childhood Credential (NCECC)

T Educafion Background =
LI Teacher

3 Facilty Association _
LI DPI Teacher Assistant

[ FCCH Provider

Check box below to apply for NG Credential

NC Family Child Care Credential (NCFCCC)
E Group Leater

[ Program Goordinator

NP

Check box below to apply for NC Credential

NC School-Age Credential (NCSACCC)

Add file to upload

Al documents uploaded into WORKS must be in .pdf format. Please verify documents are scanned appropriately and are legible before uploading info WORKS. # Add File
llegibie documents will defay processing of your education evaluation. Please search "pdf" in your infemet browser for more information concerning this file format

Uploaded file size is limited to 2MB (Megabytes). Any atiempt to upload  file iarger than 2MB wil resultin an eror. Please contact WORKS Support if you are having
dificufies uploading fles

Cancel

Slide notes

To upload a document, click the "+Add File" button in the lower right corner. For more information
about pdf files, please enter pdf in your internet search engine.
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Program Coordinator

Check box below to apply for NC Credential
Requirements

M NC Eary Chidhood Credential (NCECC)

T Educafion Background o
LI Teacher

3 Facilty Association _
LI DPI Teacher Assistant

[ FCCH Provider

Check box below to apply for NC Credential
NC Family Child Care Credential (NCFCCC)
W Group Leader
[ Program Coordinalor
Check box below to apply for NG Credential

NC School-Age Credential (NCSACCC)

Add fil to upload @

File type s Browse.

Al documents uploaded into WORKS must be in Jpdf format. Please verify documents are scanned appropriately and are legitke: before uploading into WORKS.
Illgibie documents will delay processing of your education evaluation. Please search "paf* in your infemed browser for more information conceming ths file format

Uploaded file size is limited fo 2MB (Megabytes). Any atiempt to upload a file farger than 2MB wil resultin an eror. Please contact WORKS Support if you are having
difficufies uploading fles

Cancel

Slide notes

Select a File Type from the drop down menu.

Page 72 of 97



WORKS Applicant Training Video

Program Coordinator

A
Check box below to apply for NC Credential
Requirements

M NC Eary Chiidhood Credential (NCECC)
T Educafion Background o
LI Teacher

3 Facilty Association _
LI DPI Teacher Assistant

[ FCCH Provider

Check box below to apply for NG Credential

NC Family Child Care Credential (NCFCCC)
M Group Leader
[ Program Coordinator

Check box below to apply for NC Credential

NC School-Age Credential (NCSACCC)

Add file to upload
File type Select a File Type . Browse... &
| Q
All documents upl- American Montessori Society (AMS) Certificate are legibe before uploading into WORKS. # Add File
] : i
llegibie document Associaion Montsssoi nemational (M) Cariicate & information concerning this file format

Uploaded file size Basic School Age Care (BSAC) Cerficate + contact WORKS Support if you are having
dificuies uploadi

Birth - Kindergarten (BK) License
Ceriified Childicare Professional (CCP) Credential

Child Development Assaciate (CDA) Credential i

DirectoriAssistant Director/Co-Director Experience Documentafion

Slide notes

In order to include education documentation requirements for Group Leader, we're going to select and
upload the "Basic School Age Care (BSAC) Certificate".
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Program

Requiren

1 Education Background

Check b

to apply for NC C

M NC Early Childhood Credental (NCECC)

[ Teacher
[ DPI Teacher Assistant

[ FCCH Provider

ow to apply for NC Credential

NC Family Child Care Credential (NCFCCC)
W Group Leader
[ Program Coordinator

Check b

to apply for NC C

NC School-Age Credential (NCSACCC)

Add file to upload @
File type Basic School Age Care (BSAC) Certficate X |v Browse... )
All documents uploaded into WORKS must be in .pdf format. Please verify documents are scanned appropriately and are legible before uploading into WORKS # Add File
llegible documents il defay processing of your education evaluation. Please search "pdf” in your intemet browser for more information concerning this file format.
contact WORKS Support if you are having
e
Slide notes

Browse for a specific file from your computer files.
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Program Coordinator

v o apply for NC Credential
Requirements
M NC Early Childhood Credential (NCECC)
1 Educafion Background —
LI Teacher

B Facility Association

[ DPI Teacher Assistal . i
& Choose File to Upload

! FCCH Provider A ThisPC > Desktop > Education Evaluation Documents v
Chey
Organize ¥ New folder
N
Name Date modified Type Size
8 This IC Name Date modified ype Size
M) Group Leader = Desktop % Administrator Experience Documentatio..
[ Program Cocrdinaot Z Documents % Group Leader BSAC Certfcate paf
% Downloads % Lead Teacher AMI Certficate pdf
Che(
& Music
N
= Pictures
8 Videos
| i Local Disk (C)
Add file to upload @ R
w installs (\\media
Filetype v shared (\\media @ .
w utils (\\readynas -
» deb kiger (\\me'ry ¢ >
Ald ‘ ORKS + Add File
gl Feae | | s 2 v
Uplof -m Cancel having
diffic)
Cancel
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Program Coordinator

Requirements

Check box b

v o apply for NC Credential

M NC Early Childhood Credential (NCECC)

1 Education Background —
LI Teacher

[ Facility Association

[ DPI Teacher Assistaf

[ FCCH Provider
Che{
N
W Group Leader
0 Program Coordinatol
Chef
N
Add file to upload
File type
Ald
e
Uplof
diffic)

© Choose File to Upload

A = ThisPC > Desktop > Education Evaluation Documents vl

Organize New folder

8 This PC

1w Desktop

= Documents

4 Downloads

J Music

= Pictures

8 Videos

i Local Disk (C)
w installs (\\media
» shared (\\media
w utils (\\readynas

» deb kiger (\\mery ¢

File name:

Name Date modified Type Size

% Administrator Experience Documentatio..
% Group Leader BSAC Certificate pdf

% Lead Teacher AMI Certificate

v| A ils )

Cancel

ORKS
pat

having

+ Add File

Cancel
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W NC Early Childhood Credential (NCECC)

[ Teacher

[ DPI Teacher Assistant

[ FCCH Provider

NC Family Child Care Credential (NCFCCC)
W Group Leader

[ Program Coordinator

NC School-Age Credential (NCSACCC)

Add file to upload @

File type Basic School Age Care (BSAC) Certiicate x|+ ClUsers\digerDeskiop| Browse.. | 8
All documents uploaded into WORKS must be in .pdf format. Please verify documents are scanned appropriately and are legible before uploading into WORKS # Add File
llegible documents ay processing of your education evaluation. Please search "pdf” in your intemet browser for more information concerning this file format.

Cancel

Slide notes

If you change your mind and need to delete your selection, click the small trash can to the right to

delete the upload. When you're ready, click the "Submit" button. Or, click the "Cancel" button to cancel
all changes made on this page.
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Confirm Submission

You are about to submit the following to the Workforce Education Unit:
+ Positions Submitted for Evaluation: DPI Teacher, NC Early Childhood Credential (NCECC),
Group Leader
+ Supporting Documentation Uploaded for Evaluation: Group Leader BSAC Cerificate pdf

Slide notes

If you clicked the "Submit" button, you will see a "Confirm Submission" popup asking you to confirm
your position or positions submitted and documentation upload.
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WFID: 11403896216  NCID: kimberly »

¢ Application Confirmation

111062016 08:47:32

This confirms your recent submission to the Workforce Education Unit. During this submission, the following information was provided by you

+ Profile Information:
)

WFID: 11403896216

Home Phone: 3125552546

Full Name: Kimberty Stewart Bearden

Last Four of SSN: 9502

Date of Birth: 1 123 Main S

Cary, NC 27519

Email kstewart@abc xyz

County: Wake

Positions Submitted for Evaluation:
> DPI Teacher
» Group Leader

+ Supporting D ion Uploaded for Eval
Document Type Document Name
Basic School Age Care (BSAC) Certificate Group Leader BSAC Certificate.pdf

Please keep copies of all documents submitted, along with the submission date, fo the Workforce Et

ducation Unit for both uploaded and mailed documents

Please note: Our normal processing time is approximately 4-5 weeks or less from the date your education documentation is received by the Workforce Education Unit. You will receive notification of your education evaluation resuts
through your Profile in WORKS

If you have any questions conceming this process, please contact the Workforce Education Unit at 919-527-6600.

Slide notes

Clicking "Confirm" on the popup takes you to an "Application Confirmation" page that recaps your Apply
and Upload submission and provides instructions for next steps.
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Child Development
and Early Education
WEALTH AND HUMAN SERVICES

Applicant Letters

A single portal of entry for workforce education and professional development.
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WFID: 11403896216 NCID: kimberly +

# Home

B Positons ¢ Applicant Information

1 Educafion Background . . -
WFID: 11403896216 Home Phone: 3125556789

3 Facilty Association Full Name: Kimberly Stewart Bearden Cell Phone: 9195559874
Last Four of SSN: 9502 Primary Address
Date of Birthr 12/02/1975 123 Main Street

Cary, NC 27519

Email: kstewari@abc xyz
County: Wake

Letter Type Date
Retum L efer 10232016
Status Leter 10242016

Showing 1o 2 of 2 enfries Previous n Next

Slide notes

Going back to your Home page, we see that a Return Letter and a Status Letter are displayed.
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Pat McCrory

Governor

Richard O. Brajer

Secretary

Pamela L. Shue

Divector

Child Development

and Early Education
HEALTH AND HUMAN SERVICES

October 23, 2016

Kimberly Stewart Bearden
11403896216

We are unable to proceed with yq

gation until the information requested
below is submitted.

Slide notes

Return Letters let you know when more information is needed from you. When a Return Letter is

generated in WORKS, you will receive an email notifying you that a new Return Letter is available and
gives you a link to WORKS.
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Pat McCrory
Govemor

Richard 0. Brajer
Secretary

Pamela L. Shue
Director

Child Development

and Early Education
HEALTH AND HUMAN SERVICES

October 23, 2016

Kimberly Stewart Bearden
11403896216

We are unable to proceed with your education evaluation until the information requested
below is submitted.

This is text added to the Return Letter specifically for Kimberly. It may be a request for
additional documentation or other information needed in her evaluation.

Your cooperation is greatly appreciated to complete the education evaluation. Please keep
copies of all documents along with the date you submitted them to Workforce. Failure to
respond to this request in a timely fashion may result in the failure of your facility to meet
Child Care Law and Regulations.

wsclinton
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WFID: 11403896216 NCID: kimberly +

B Positions ¢ Applicant Information

# Educafion Background

WFID: 11403896216 Home Phone: 312555

3 Facilty Association Full Name: Kimberly Stewart Bearden Cell Phone: 91955598
Last Four of SSN: 9502 Primary Address
Date of Birtir 12102/1975 123 Main Street

Cary, NC 27519

Email: kstewari@abc xyz
County: Wake

Letter Type Date
Retum Lefler 10232016
Status L eter 10242016

Showing 1 o 2 of 2 eniries Previous n Next

Slide notes

Status Letters notify you that you meet the educational requirements for your position or positions. Like
the Return Letter, when a Status Letter is generated in WORKS, you will receive an email notifying you
that a new Status Letter is available and gives you a link to WORKS.
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Richard 0. Brajer

Secretary
- Pamela L. Shue
Director
Child Development
and Early Education
HEALTH AND HUMAN SERVICES
October 24, 2016
Kimberly Stewart Bearden
11403896216

Date of last evaluation: 10/23/2016

This status letter confimms we have reviewed the education documentation which you submitted/uploaded to the Division
of Child Development and Early Education, Workforce Education Unit on 10/23/2016. According to the most recent
evaluation completed, you meet educational requirements based on North Carolina child care regulations as detailed
below and documents your highest educational qualification. Note: A copy of this letter should be provided to
your employer if you are working at a licensed child care facility.

Education Completed Course of Study Date Completed
High School High School Diploma

4 Year Child Care Administration 05/30/2000
College Cerificate Early Childhood Education ]08/15/2001
Post-Grad Special Education [01/15/2005

Child Care Date Meet Educational Requirements  (Extra Coursework Hours for
Position Qualified  [By Position
ECE | S/A | Admin
DPI Teacher 10/23/2016  NC Early Childhood Credential 25
(NCECC)
Group Leader 101232016 |BSAC 50
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WFID: 11403896216 NCID: kimberly +

# Home

B Positions ¢ Applicant Information

1 Educafion Bac

WFID: 11403896216 Home Phone: 31255567
3 Facilty Association Full Name: Kimberly Stewart Bearden Cell Phone.

Last Four of SSN: 9502 Primary Address

Date of Birtir 12102/1975 123 Main Street

Cary, NC 27519
Email: kstewari@abc xyz ary, NG 2

County: Wake

Date

102372016

Status Lefter 10242016

Showing 1 o 2 of 2 eniries Previous n Next
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WFID: 11403896216 NCID: kimberly
# Home
B Positons ¢ Applicant Information

7 Education Bac

WFID: 11403896216 Home Phone: 31255567

3 Facity Association Full Name: Kimberly Stewart Bearden Cell Phone:

Last Four of SSN: 9502 Primary Address

Date of Birth: 12/02/1975 123 Main Street
Cary, NC 27518
Email kstewart@abe xyz s

County: Wake

Letter Type Date
Retum Letier 10232016
Status Lefter 10242016

Showing 110 2 of 2 enlries Previous n Next
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WFID: 11403896216 NCID: kimberly +

N My Profile

B Positions ¢ Applicant Information s

 Educafion Background

WFID: 11403896216 Home Phone: 312555
[ Facility Association Full Name: Kimberly Stewart Bearden Cell Phone: 91955598

Last Four of SSN: 9502 Primary Address

Date of Birth: 12/02/1975 123 Main Street

Cary, NC 27519
Emal: kstewart@abc xyz DAL

County: Wake

Letter Type Date
Retum Letier 10232016
Status Lefter 10242016

Showing 110 2 of 2 entries Previous n Next

Slide notes

You can log out of WORKS at any time. Please note that unsaved changes will not be retained when
you log out. To log out, click the "Logout" menu option under your NCID User ID.
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Logout

You have been logged out. Back fo WORKS

Slide notes

You will log in through NCID whenever you log into WORKS.
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WORKS Applicant Training Video

Child Development
and Early Education
4EALTH AND HUMAN SERVICES

Trouble getting to your Home

Page?

A single portal of entry for workforce education and professional development.

Slide notes

As referenced previously in the video, | will now explain what happens if you log in with a different NCID
User ID.
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Trouble Getting to your Home Page?

Forgotten Email Address
—Register a new NCID User ID and log into WORKS

—Start registration process over again

Matching Information / Security Questions
—Security questions correctly answered will take you to the home page

—Security questions incorrectly answered will require you to take further
action

Partial Match / Personal Information

NC—A message will be sent to you that your application is under review

Slide notes

As referenced previously in the video, | will now explain what happens if you log in with a different NCID
user ID.
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WORKS Applicant Training Video

Trouble Getting to your Home Page?

Forgotten Email Address
—Register a new NCID User ID and log into WORKS

—Start registration process over again

Matching Information / Security Questions
—Security questions correctly answered will take you to the home page

—Security questions incorrectly answered will require you to take further
action

Partial Match / Personal Information

Nc—A message will be sent to you that your application is under review

Slide notes

If you don't remember the email address you entered during Registration, then you may have never
received the confirmation email after the first part of Registration. The solution to this is to register a
new NCID user ID and log into WORKS with it. You will be taken to the first part of Registration and will
need to start the Registration process over again.
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Trouble Getting to your Home Page?

Forgotten Email Address
—Register a new NCID User ID and log into WORKS

—Start registration process over again

Matching Information / Security Questions
—Security questions correctly answered will take you to the home page

—Security questions incorrectly answered will require you to take further
action

Partial Match / Personal Information

Nc—A message will be sent to you that your application is under review

Slide notes

However, when you re-enter your information on the first part of Registration again, if your last four
digits of your Social Security Number plus your Date of Birth plus your First and Last Names match
what you previously registered with, you will be taken to your Security Questions.
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Trouble Getting to your Home Page?

Forgotten Email Address
—Register a new NCID User ID and log into WORKS

—Start registration process over again

Matching Information / Security Questions
—Security questions correctly answered will take you to the home page

—Security questions incorrectly answered will require you to take further
action

Partial Match / Personal Information

Nc—A message will be sent to you that your application is under review

Slide notes

You will also be taken to your Security Questions if your WFID, last four digits of your Social Security
Number plus your Date of Birth match what you previously registered with. If you answer your Security
Questions correctly, you will be taken to your Home page. Your new NCID user ID will display in the
upper right corner.
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Trouble Getting to your Home Page?

Forgotten Email Address
—Register a new NCID User ID and log into WORKS

—Start registration process over again

Matching Information / Security Questions
—Security questions correctly answered will take you to the home page

—Security questions incorrectly answered will require you to take further
action

Partial Match / Personal Information

Nc—A message will be sent to you that your application is under review

Slide notes

If you fail to answer your Security questions correctly after three attempts, you will receive a message
that you've exceeded the maximum number of attempts allowed. There will be a phone number on the
message for you to call to resolve this issue.
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WORKS Applicant Training Video

Trouble Getting to your Home Page?

Forgotten Email Address
—Register a new NCID User ID and log into WORKS

—Start registration process over again

Matching Information / Security Questions
—Security questions correctly answered will take you to the home page

—Security questions incorrectly answered will require you to take further
action

Partial Match / Personal Information

Nc—A message will be sent to you that your application is under review

Slide notes

You may only have a partial match of your information from the first Registration page. For example,
you may have the correct last four digits of your Social Security Number and Date of Birth but you have
a different Last Name. You will still receive a message that a confirmation email is being sent to you.
The link in that email, however, will take you to a message that your application is under review and you
will be contacted.
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WORKS Applicant Training Video

Child Development
and Early Education
HEALTH AND HUMAN SERVICES

THANK YOU FOR USING
DCDEE WORKS!

Slide notes

You have just completed the DCDEE WORKS Applicant tutorial. You may view this video at any time.
We hope this video has been helpful to you. Thank you for viewing the WORKS Applicant tutorial.
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